State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

Business Services Officer | (Specialist)

DWR POSITION NUMBER
2210-4720-002

SAP POSITION NUMBER MCR
50001840 1

APPOINTEE

Vacant

SAP PERSONNEL NO.

DIVISION/SECTION
O&M/Oroville Field Division/Administration

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:
1

RESPONSIBILITIES EXERCISED
] Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print)

Cathy Shannon

SUPERVISOR'S CLASSIFICATION

Administrative Officer |

APPROVED BY (Personnel Analyst's Name) DATE
Donna Aguilar 6/17/13
Pe_rl_(i:;enrg of Activity
POSITION SUMMARY:
Under general supervision of the Administrative Officer I, Business Services, independently
performs a variety of technical and analytical business service work concerning purchasing
requirements.
ESSENTIAL FUNCTIONS:
This position requires that the incumbent work cooperatively with others and maintain regular,
consistent, predictable attendance, and exercise good judgment. The specific essential duties are:
70% Contract Coordinator of contracts and service agreements for the Oroville Field Division, in

accordance with State Contracting Manual, SAM 1200, Department guidelines for contract
administration, various codes (i.e., Public Contract Code and Government Code), and other relevant
policies and procedures. Maintain an awareness of changes to laws affecting contracts by
accessing various web sites. Interpret and apply new laws, policies, and procedures during
contract preparation process. Analyze, consult, and develop a detailed scope of work, bid and/or
cost sheet with requestor, make the final determination of contract type and appropriate processes
to follow. Analyze and verify adequate funding for all contracts in SAP; prepare/process funding
strips and create corresponding requisitions in accordance with Oroville Field Division's budget
and Contract Details. Analyze all incoming invoices for field division's contracts, obtain approvals,
create Service Entry Sheets in SAP, and forward approved invoices to Contracts Payable for
payment by State Controller's Office. Prepare and maintain accurate ledgers for our contract files;
periodically compares balances against SAP balances. Analyze and write correspondence to
Contractors regarding invoice discrepancies or billing issues. Verifies payment process upon
request of Contractors. Must possess a valid California Class C Driver's License as travel is
required throughout the state for contract meetings.

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print)
Cathy Shannon

SUPERVISOR'’S SIGNATURE

>

DATE

EMPLOYEE'S STATEMENT:

I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print)

EMPLOYEE'S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Business Services Officer | (Specialist) 2210-4720-002 50001840 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant O&M/Oroville Field Division/Administration
Pe_rl_?ﬁlrg of Activity
25% Receives requisitions for materials from staff, determines proper procurement method, obtains
bids, solicits and interviews vendors, determines small/minority vendor discounts, awards bids to
obtain the most cost effective method for the Department's needs, and processes purchase
documents in SAP. Must be knowledgeable of the Department Delegation Order and SAM
requirements and have a working knowledge of the Material Master system in SAP. Maintain
contact with vendors to track purchase documents ensuring expeditious delivery, while keeping
requestor informed of status.
5% Assist with projects initiated by the Administration Branch Chief, such as acting as a Trained Chair

for exam panels.

SPECIAL REQUIREMENTS

Ability to move a minimum of 40 Ibs. Manual dexterity for computer operation, may require sitting
75% of the work day. Ability to communicate effectively with employees and vendors and
headquarters staff.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department's Administrative Orders.
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Cathy Shannon
	SUPERVISOR'S CLASS: Administrative Officer I
	personnel analyst: Donna Aguilar
	personnel date: 6/17/13
	PERCENT OF TIME: 






               

70%
	activity: POSITION SUMMARY:
Under general supervision of the Administrative Officer I, Business Services, independently performs a variety of technical and analytical business service work concerning purchasing requirements. 

ESSENTIAL FUNCTIONS:
This position requires that the incumbent work cooperatively with others and maintain regular, consistent, predictable attendance, and exercise good judgment.  The specific essential duties are:

Contract Coordinator of contracts and service agreements for the Oroville Field Division, in accordance with State Contracting Manual, SAM 1200,  Department guidelines for contract administration, various codes (i.e., Public Contract Code and Government Code), and other relevant policies and procedures.  Maintain an awareness of changes to laws affecting contracts by accessing various web sites. Interpret and apply new laws, policies, and procedures during contract preparation process.  Analyze, consult, and develop a detailed scope of work, bid and/or cost sheet with requestor, make the final determination of contract type and appropriate processes to follow. Analyze and verify adequate funding for all contracts in SAP; prepare/process funding strips and create corresponding requisitions in accordance with Oroville Field Division's budget and Contract Details.  Analyze all incoming invoices for field division's contracts, obtain approvals, create Service Entry Sheets in SAP, and forward approved invoices to Contracts Payable for payment by State Controller's Office.  Prepare and maintain accurate ledgers for our contract files; periodically compares balances against SAP balances.  Analyze and write correspondence to Contractors regarding invoice discrepancies or billing issues.  Verifies payment process upon request of Contractors. Must possess a valid California Class C Driver's License as travel is required throughout the state for contract meetings.


	classification:  Business Services Officer I (Specialist)  
	appointee: Vacant
	dwr position number: 2210-4720-002
	sap personnel no: 
	sap position number: 50001840 
	division: O&M/Oroville Field Division/Administration
	mcr: 1
	percent 2: 25%







5%
	activity2: Receives requisitions for materials from staff, determines proper procurement method, obtains bids, solicits and interviews vendors, determines small/minority vendor discounts, awards bids to obtain the most cost effective method for the Department's needs, and processes purchase documents in SAP.  Must be knowledgeable of the Department Delegation Order and SAM requirements and have a working knowledge of the Material Master system in SAP.  Maintain contact with vendors to track purchase documents ensuring expeditious delivery, while keeping requestor informed of status.

Assist with projects initiated by the Administration Branch Chief, such as acting as a Trained Chair for exam panels.

SPECIAL REQUIREMENTS
Ability to move a minimum of 40 lbs.  Manual dexterity for computer operation, may require sitting 75% of the work day. Ability to communicate effectively with employees and vendors and headquarters staff.  

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.


	supervisor name: Cathy Shannon
	employee name: 


